RTB email Investigations to
commence AML checks, at
the same time they instruct
HB Public Law to commence
conveyancing.

Scan on the Visit Form and
AML check sheet on Altia and
close case.

«

Moved the property address

from the shared folder into

the AML closed case folder
on the same drive,
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RTB Team place electronic
copies into RTB &
Investigations shared folder
under the name of the
property.

Once information provided
and AML check conducted,
email HB Public Law, RTB

&Senior Investigation Officer

Hold paper file in office in

your personal cupboard, until
you see a further email from
HB Public Law to say the RTB

has completed.
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»

Intelligence Officer allocates
case to Investigator and adds
the initial of Investigator by
the property address in the
RTB & Investigations shared
folder. Notifies Investigations
Officer case allocated to

Investigator.
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Check Academy for any HB
overpayments on system, if
overpayments showing
request repayment from
purchaser’s solicitor when
requesting Informatlon via
email on the initial request.
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Once completed destroy
paper file.
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Investigator notifies RTB
email that thay have the case
and conducting AML checks.

BN

Insolvency check conducted
on all purchasers and giftors .

Investigator reviews file,
commences AML check
sheet, requests information
required from purchasers
solicitor.
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Un notified visit conducted ~

visit form completed.




